How to Create an Electronic File Using the Export Feature in Campaign ToolBox

In ToolBox, click on File and click on Export data.

B Campaign ToolBox - Filer # 190426 for Election date 05/23/2009
3= Activities Reports Tools Internet Help

=¥ Create Export File

Double-click on afield to move it from one listto another

Demographic.DemoglD O
LastName —
Firsttame

MiddleName

Prefix
Suffix

| <

Awvailable fields Selected fields

Show sample data

Selectafield inthe "Availakle fields" list, then click "Show sample data"
button to display sample data.

Sample data (up to 50 recs)

Type of exportfile
" Comma separated value (C5V)
& Tab delimited (. TX

FilterfSort ‘
~Type of records to export
& Demographic/Support records Export J
" Demographic/lssue records
" Contribution recards A ‘

" Expense records

Choose the type of records you want to export.

In this example we want to export all the Unitemized Contributions. Click on the circle to the left of
“Contribution records.”

Twpe of records to export

" Demographig/Support records

" Demographicilssue records

 Contribution records;

" Expense records
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Next, choose the type of export file.

=¥ Create Export File

Double-click on afield to maove itfrom one list to another

ContriblDNumber A
Contribution.DemoglD

DepositiDNumber

Date

Amaunt

TypeOfContrib

Available fields Selected fields

Show sample data

Selectafield in the "Available fields" list then click "Show sample data"
button to display sample data.

Sample data (up to 50 recs)

~ Type of exportfile -

" Comma separated value [(C3Y)

Filter/Sort

Type of records to export-

" Demographic/Support records Export

" Demographic/lssue records
@ Contribution recards Eancal

™ Expense records

Since we are exporting this data to an Excel spreadsheet, choose “Comma separated value.”

Twpe of exportfile

« Comma separated value ((CSV)
" Tahb delimited (TxT)
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Locate the “Available Fields” section.

=¥ Create Export File

Double-click on a field to move it from one listto another

ContribIDMNumber ~
Contribution.DemoglD 7
DepositiDNurmber

Date

Amount

TypeOfCantrib v

Available fields Selected fields

Show sample data

Select afield inthe "Available fields" list then click "Show sample data"
button to display sample data,

Sample data (up to 50 recs)

Twpe of exportfile

@ Comma separated value [(C5Y)
" Tah delimited (TxT)

Filter/Sort ‘
Twpe of records to export
¢ Demographic/Support records Expoit ‘
" Demographicflssue records
& Contribution records S ‘

" Expense records

Select the fields you want in the electronic file. For example:

Last name
First name
Address
City

State

Zip
Amount
Date

Double Click on the fields in the “Available fields” section and they will appear in the “Selected fields” section.

Double-click on afield to mowve it from one list to another

ContriblDNumber ~ LastMame A~
Contribution.DemoglD Firsthame

DepositiDNumber Addresshdajor

TypeOfContrib City

TypeOfContibCode State

InkindDescription b ZipCode b

Awailable fields Selected fields

If you accidentally double click on a field you do not want, simply double click on the same field in the
“Selected fields” section and it will move back to the “Available fields” section.
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Once you have selected all the fields you want in your export, click on the Filter/Sort button:

=¥ Create Export File

Double-click on afield to mowve itfrom one listto another

ContriblDNurmber A Lastharme ~
Caontribution.DemaoglD = Firsthlame

DepositiIDMNumber AddressMajor

TypeOfCaontrib City L
TypeOfContribCode State

InKindDescription b ZipCode hd
Auwailable fields Selected fields

Show sample data

Select a field in the "Available fields" list, then click "Show sample data”
buttan to display sample data.

Sample data (up to 50 recs)

Type of exportfile
& Comma separated value [.C54)
" Tah delimited [ T=T)

Filtet/Sart ‘
- Type of records to export-
 Demographic/Support records Expart ‘
" Demographicflssue records
& Contribution recaords e ‘

" Expense records

The Filter and Sort Records window will appear:

=% Filter and Sort Records

Compare To:

[~
[/
[/
[/
[/
[/

Create guery | Clear Filters | Cancel |
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Click on the arrow to the right of the “Field” box to select a field to filter your records.

Scroll down until you see “ReceiptCode” and click on it to select.

=% Filter and Sort Records

Filter Records SnrtHecnrdsl View Data

Field: Comparizon; Compare To:

|

SpecialElect I
ContribComments

ContribFlag I

|

|

|

DebtD

ReceptCode
FeceiptCodeText
ReceiptTypeCode

Sequence b

[ -]

ket
uery te Create query |lze modified SEL | Clear Filters Ok / Continue | Cancel |

Click on the arrow to the right of “Comparison” box to select an action. Since we are looking for a specific
receipt code (Unitemized Contributions) choose (click on) “Equal to.”

=% Filter and Sort Records

Filter Fecaords I Sort Records ; Yiew Data

Field: Comparizon: Compare To:

i ReceiptCode i _ﬂ

|

Equal ta I
Mat Equal to

Less than I
[areater than

|

|

|

[areater than or Equal to
iz Like
iz Mot Like

2|

| =

| =

i i Less than or Equal ta
| =

| =

|

ey kext —— = ———
'I'I Create guery | |z modified ':.I'.IL| Clear Filters | [k Eontinue | Cancel |
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

=% Filter and Sort Records

Filter Records } Sort Records 1 Yiew [ata

Field: Comparizon; Compare To;

]Heceipttade LJ ]Equal to LJ |
| -] =l

In the “Compare to” box we need to key in a code that will display only Unitemized Contributions. The
following is a list of Receipt codes:

ReceiptCode corresponds to Contributor Type Code on the Contribution Screen

Candidate

Individual

Contributing Organization

KY PAC

Federal PAC

Executive Committee
Anonymous

Unitemized <«u—
CASH

10 Other Candidates

11 Other Camp Committee

12 Interest

13 Balance Carry Forward

14 Income Tax CheckOff

15 Not Used

16 Dues

17 General Funds

18 Collections

19 Other

20 Candidate Debt Assumption
21 ECF Transfer

22 Governor

23 Lt. Governor

24 Executive Committee — Unitemized
25 Executive Committee — CASH
26 Out of State PAC

27 National Executive Committee
28 Authorized Entity

29 Affiliate

O©CoOoO~NO Ok WDN P
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Find Unitemized in this list to determine the Receipt Code. It is 8.

Key in an “8” in the “Compare to” box.

=% Filter and Sort Records

Filter Records I Sort Records | View Data

N

Field: Comparizon; Compare To:
I ReceiptCode ;I I Equal to a

| =l
| [-] |
| [-] |
| |
| |

[~
[~

Lol Lef Ll L flef e

Create query | |lze modified SEL | Clear Filters Ok / Continue | Cancel |

Click on “Create query.”

=¥ Filter and Sort Records

Filter Recaords | Sort Records I Wiew Datal

Field: Comparizon; Compare To:
IHeceiptEDde ;I Equal ta 8

! !
! !
! !
! !
| =] [-] =

ISELEET *FROM Contribution IMMER JOIM Demographic O Contribution. [Demoagl D] = Demagraphic. [Dem

— suL| e Bl | 4 el | [E— |
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Once the query has been created, click “OK/Continue.”

The Create Export file window will appear. Click on “Export.”

=¥ Create Export File

Double-click on afield to move itfrom one listto another

ContriblDMurmber
Contribution.DlemogID

DepositiDNumber

TypeOfContrib
TypeOfContribCode
InkindDescription

Awailable fields

~

Sample data (up to 50 recs)

Type of exportfile-
& Comma separated value [(C3Y)
" Tab delimited (TXT)

Type of records to export
" Demographic/Support records
T Demographic/lssue records
& Contribution records

" Ewpense records

LastMarme
FirstMarne
AddressMajor
City

State

ZipCode

Selected fields

Show sample data

Select a field in the "Available fields" list, then click "Show sample data"
button to display sample data.

\ FitterSort
Export

Cancel

The default name given to the export is “Export.” To change the name, click in the file name box and key in a

more descriptive name.

Enter name of Export file

Local Disk (C:)

x| & @&k E-

4 (C5)5285c044=c9e41155046 13 =G
(CT)a6232da86f073956f70 1f1fecg6sb0  [L)sje77

ChCorda
Documernts (dell [C5) TestingSite
?[: [CJ)Documents and Settings CIwINDOWS
[Chdrivers [C3)XCEEDZIP
Desktop found.000
. izes
J (C3)Inetpub
[CKREF
My Documents MS5OCache

= [Choradexe
%! (C2IORANT

[C)Program Files

System Yolume Information

RECYCLER
My Metwork File name: |Exporl j Save |
Places
Save as type: |Comma Sep. Value (csv) ﬂ Cancel

7
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

To make the file easier to locate, choose to save the export to your desktop. To change your location either click
on the Desktop icon to the left of the window, or click on the down arrow and choose Desktop.

Enter name of Export file

Savein: Local Disk (C:) fjf Eq-
|C7) 5285c044ec9241155b46 13 =
D) a6232daB6f973956f70 1f 1fecosshl 15677
[C2)Corda system Yolume Information
(Cdell [ TestingSite
|C)Documents and Settings CywinDows
) drivers ICD)XCEEDZIP
found. 000
; (Chizse
J [T Inetpub
(o) KREF
My Documerts MSOCache
_— [T oradexe
%! ICORANT
My-C.nmputer [C2)Program Files
RECYCLER
M}’Pfl‘JE‘tWDﬂf File name: |Un'rtemized_|:'2'[|'[|'? ﬂ Save |
aces
Save as type: |Comma Sep. Value (csv) ﬂ Cancel

tr

P ] ' 1

Click on “Save.”

Enter name of Export file

Savein: @ j @ I‘j': E-
_5. @My Documents
- :J My Computer
Iy Recent HMy Metwork Flaces
Documents |~ 35 paypre
?l___"— @ 32-DayAmmend
[=)Backup_July2007
Desktop () david
. ChsaqLs B
y @Tesﬁng
_—j fith
Wark
My Documents Ewor .
My Computer
My Network File name: |Un'rtemized_P2ﬂ'DT-’ j Saw
Places
Save as type: |Comma Sep. Value (csv) j Cancel

BT
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How to Create an Electronic File Using the Export Feature in Campaign ToolBox

Confirm you want to export the file in the chosen format. Click “Yes.”

Confirm export file format

P The export file C:\Documents and Settings!Jim. Neal\Desktop\Unitemized_P2007.csv will be formatted as follows:
x,__':/ Header record induded
Amounts saved as formatted text
Dates saved as system short date (no quote marks)
Text fields induded in quote marks

Do you want to continue?

A message will appear informing you how many records were exported. Click “OK.”

Operation completed

Minimize or close Campaign ToolBox. Navigate to your Desktop and locate the export you just created. Double
click on the file to open.

] | Untemized P07
a; HKE
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Additional Contribution Export Fields and descriptions in addition to the Receipt
Code:

TypeOfContribCode corresponds to Contribution Mode on the Contribution Screen.

1 Monetary
2 InKind
3 NSF

ReceiptTypeCode corresponds to Contribution Type Code on the Contribution Screen.

Direct

Loan

Fundraiser Person
Event — Fundraising
Transfer

Close Out Account
Miscellaneous

~NoO ok, wWwN -
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